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^ SUMMARY-^ 

The Career Education eva l^uat ibn consists of two sections. The first 
relates to tjie high school Practical Arts Department and includes specific 
objectives for each cogrse offering and the numbers v/ho achieved them. 
The- second section consists of evaluation of objectives for career exolora- 
t'^on and skills training* Skills object i ves- are g iven and evaluated for 
the banking, distributive education, office ^nd secretarial practice and 
v/ork-study programs. In addition emp loyers .rated students in the work- , 
* study program in relation to four on-the-job objectives^ A follow-up -'^ 
letter to 40 graduates of three programs brought 16 responses -indicating « 
that 68^ .of the respondents were working in- the field Jn* which they were^ 
trained or in a related area or were pursuing further study in that area. 
Of the remaining f i ve^studonts, thrpe developed and»uscd insights gained 
in their school experience to make a career decision. 



The Department of Career Education Programs consists of two divisions. 

^ ' " : ^ 

1. The (Practical Arts Department has existed for several years* 
During the current year the major focus was to restate existing goals into 
more specific objectives and to relate existing methods of eva*luotion, such*' 
as tests, to these objectives. 

2. The Career Education FYoject is p?rt of ^ federal ly funded project 
involving six scho6l districts. r^acnaronecK is the Local Education Agency 
for the total grant for which there will be a separate evaluation, Soecific 
courses, designated as 'Career Education Programs within >the Practical Arts 
Department are: Off ice ^nd Secretarial Practice,* Distributive Education, 
Banking and Economics, and V/ork-Study, so character i zed because they fulfill 
the following aims of the above project: . * - 

*, To enable students to^ learn vocational, ayocational and 
practical skills sirrT.ultaneously, relating all three. 

To develop cci>urs^s in wh'ich students leaC'n through actual, 
as opposed to -simulated., experiences combi ned >;ith theoretical 
' instruction through the establishment of laboratory- 1 earning . 
centers* ' . *4 ' * . 

, ^ \ ^To >enab I e- students to pursue lcarnin^* at theV own*, rate 
* by provi dl'ng them with choices of learning activity pack'a'ges. ^ 

' , y Tb^qualjfy interested students for job entrance upon^ 
qraduotibn from high school, • * \ * I 

The\present evaluation is thus organ'iz^d fn two ^sections: !5ectj4on T 

deal^ with Rractical Arts; 'Section II concerns Career Educatioh Prbjcct-s ^ _ 

currently in ooeration in Manaroneck.* ' * , ^ - * 
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SECTION 



Practical Arts 

Overall objectives for the Practical Arts DepaVtmeat are asMollows: 

1. Industrial Arts: Students vi I I learn the proper use of tools 
* and ec^uipment while tliey acquire basic skills necessary tor prac- 
tical use and for their basic understand i ng , of the requircnents of 
related career areas, 

2. Home Econor.ics: S+udents w i I I learn to use equipment in the 
performance of skills and acquire rclateci information which is 
essential to home and fami l"^ living. Th»i s knowledge would be ap- * 
plicable to personal* or employment needs'; 

3. Business Education: Gfven a simulated personal and business 
si tuation, students will so I ve p rob lens by. usi no manu^ I skills 
and/or, applying Uasines's theory.^ 

For ,each course offered, teachers consfructed specific objectives and 
evaluated each of their students as to whether or not he had satisfactorily 
fulfilled the objective. Specif ic' object! ves and results for^each course 
are indicated below. 



TABLE 1 

Basic and Jldvanced Woodworking, 





Achievement 






Satis- 


Unsatis- 


•Not 




factory 


factory 


Rated 




N 


N 


N 


States rules of safety in writing or orally 


61 


5 


0 . 


Works safely ^ • 


56 


9 


1 ' 


Se^^ects appropriate supplies 


63 


2 


1 


Us6s ^supplies correctly 


^1 


2 


3 


Selects appropriate tools^^ and equipment 


61 


°" 5 


0- 


Uses topis and cquipmervt correctly 


59 


6 


1 


Makes accurate drawings 


33 


13 


20 , 


> 

Applies knowledge of tools and supplies 


^ 57 


•. 6 


3 


Writes steps f6r ^ocedures 


31 


" 18 




Demonstrates ability to follow procedure • 


55 


10 


1 


suclwas rat>beting . ' 
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The chock list in Table 2 was used in lieu of formal objectives and the 
students were rated as indicated. . ^ 

' - TABLE- 2 



Power Mechanics 



:> 



/ 







Achieverrent 






,E 


G 


F 


P 


U* 




N 


N 


N 


N 


N 


Mechanical Fundainentals 


5 


37 


15_ 


3. 




Electrical Fundamentals 


1 


24 


28 


5 




Magnetism - induced currents 


• 4 


40 


9 


5 


■ 


Automotive elec. circuits 


0 


19 


33 


6 




Automobile engine - 












valves and firing orders 


5 ' 


30 


19 


. 4 




Pistons, cylinder walls 












and rings 


7 


22 


24 


4 




Engine bearings 


3 


15 


33 






Diagnoses engine troubles 


2 


17 


32 


6 




Cooling system 


1 


36 


19 






Electrical test instruments 


0 


22 


29 


7 




Mechanical instruments and 












instrument combinations 


1 


32 


18 


6 




Tune-up - meaning and 












^"Nopport unities 
Automotive oscilloscope 


2 
0 


A3 
4 


7 
19 


6 
32 


1 


Storage battery - 












care apd service 


0 


44 


7 






'Ignition system - ' 












coil and condenser • / 




29 


21 


,5 




Four barrel carburators - ' 












auto;natic choke 


0 


29 


23 


6 




Fuel< system - 












^ maintenance and troubles 


0 


35 


la 


5 




Starting circuit 7 












maintenance and troubles 


0 


15 


34 


9 




Light :j^ng and horn circuits 


0 


13 


35 


7 





E=excellent, G=good, F=fair, P=poor, U-unsatisfactory 
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Advanced Power Mechanics 



This course was organized around fndividual projects. Studcnis were 
rated ^£xce I lent, Good, Fair or Poor in the psychomotor/ affective and codlii 



tfve domains as follows: 



TABLE 3 
Advanced Power Mechanics 



i rsychoiSot!or 


A f ^ p r f "f vo 


nopni V "i ve 


Installs synchronizers 








in trjinamissions 


■ Ed) 




G(}) 
\j \ j J 


Installs new water pump 




Ed) 


^ Gd) 


Installs new teirperatur,e 








guai;e 


i:(2) 


E(2) 


E(2) 


♦Repai-rs small, engine . 


E(i; 


G(l) 


Gd) 


Tunes* up engines*- 


E(5) . 


E(4) G(l). 


E(3) G(2) 


Fixes fenders 




G(l) 


Gd) 


'^Constructs, go-cart 


t;(2) 


E(2) 


G(2) 


Replaces oil pan gasket 


Ed) 


E(l) 


Gd) 


Replaces front shocks 


E(2) 


E(2) 


E(2) 


Replaces lower control 








arms and ball joints 


F(l) 


Ed) 


Gd) 


Replaces muffler 


E(2) 


E(2) 


G(2) 


- Replaces carburetor ^ 


E(2) 


5(2) 


E(2) 


Replaces brakes 


E(3) 


E(3) 


E(2) Gd) 


Bleeds brakes 


E(5) ■ . 


E(3) G(2) 


E(3) G(2) 


Inspects brakes 

Changs tires and/or oil 

Does j^general maintenance 


. Ed) 


Ed) 


Ed) 


E(4) G(i) 


E(2) G(3) 


G(5) 


E(L).^ - 
E(2)^G(3)'T^d) 


Ed) 


Gd) 


Does* odd jobs' 


G(2) F(3) Pd) 


G(3) F(2) I'd) 


He^lps on odd »jobs 


G(2) 


Fd) I'd) 


Fd) Pd) 



Tables 4 through 7 cover the subjects^ of Electricity, Electronics, Basic 
Gr^aphics and Seriqraphy for which the *i nstr uctor used the full check list. 



TAI5LE A 
Electricity ' • 





I'.xce lien t 


Pass 


rail 


Atoms, Molecules, Electrons 


3 


20 


0 


Conductors, Insulators, Semi- 








conductors 




on 
ZU 


u 


Electrostatic Theory 




J O 


0 


Volts 


O 




0 


Anps and Milliamps 


, 3 




/ 

q 


' Ohms and Res is trance 


7 


16 • 


/-V 

u 


Operation of Voltmeter 


O 


- I / 




pperation of Ammeter ' 


D 


1 1 
i / 


U 


Operation of Ohmetcr 


/: 
O 


1 "7 


U 


• Kirchoffs Current Law 




Q 
O 


1 J 


Kirchoffs Voltage Law 


c 


.1 1 
11 


7 ' 


Voltage dividers 
1 oucnLi ome-ue rs 


A 
u 


1 A 

1 A 

iU 




Primary and Secondary Cells 


O 


1 / 


u 


Photoconductive and Emission Cells 


7 


17 ' 


0 


Generators » . 


A 


18 




Current from Ilaj^netism 


5 


17 




Development of Sine Wave 


3 


8 


11 


Peak, I\IIS and Average Voltage 


1 


5 


17 


Relays and Solenoids 


6 


17 


0 


Transformers 


6 


f -17 


0 


Identification of Transformer 








Leads 


6 


16 


. 0 


Coil Characteristic^^ 


6 


15 


2 


Inductive Reactance 


2 


7 


13 


Inductive Kiel; 


6 


16 


1 


Cap Characteristics 


6 


16 


1 


Blocking action of ^ cap to DC 
Cap active Reactsnnce-' 


8 


lA 


1 


2 


9 


12 


RC Time Const an nsX 


1 


11 


11 


Crossover MeU/orlks^-^ 


'3 


15 


4 



TABLE 5 . 
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KlcctroniqS' 



Kxccllent Pass Fail 



Inductive 'Reactance 
Capacitive Reactance 
Scries + Parallel Resonance 
Q of a tunecT circuif 
Alignment of a Superhet ^ 
Semiconductor Diodes * 
Half-wave Rectifiers. . ' 
Full-wave Rectifiers ^ 
Capacitor Filtering 
Ripple. 
Regulation 

Zener Diodes ' ^ 

Zener Regulation 

ApplicaLioAs of Power Supplier 

Elements of a Triode 

Characteristic Curves 

Phase Inversion of a- Triode " 

Biasing an Amp 

Graphic Analysis of a Triode 
Classes of Opei^^tion 
Single landed Power Anps 
Push-Pull Power Amp 
Methods of Coupling 
Transistors 
Transistor Biasing.^ 
Comparison of Transistors and 

Triodes 
>\mplifien' Configurations 
Graphic Analysis of Transistor Amps 
^ Oscilliscope operation 
Sweep Frequencies 
Vissajois Figures 
Application of LxL, Sync, 



6 


•9 


3 


6 


. 9 ' 


, '3 


5 


8 '* 


>5 


1 


, 6 


11 


7 


8 


' 2 


lA 


A 


0 


13 


A 


1 


11 


'5 


• 2 


10 . 


7 


1 




• 8 


6 


10 


• 7 


1 


10 


D 


0 

z 


10 


. 5 


2 


11 


6 


1 


11 


5 


2 


9 


5 


» A 


11 


-3 


"A 


9 


^ A 


5 


A 


5 


8 . 


9 


5 


A 


.9 


5. 


A 


8 ■ 


5 


5 


5 


6 


7' 




10 


5 


f 

4 


8 


. 8 . 


5 


5 


9 


2. 


8 


9 


2 


7 


8 


16 


' 2 


0 


^10 


- f 7 


2 


•12 


6 




yl 


■ 11 


6 



( > 



TABLE 6 
Basic Graphics 
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Pnss .Fail 
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Safety 

Identifies rules of safety 

Observes rules of safety " • * ' » ' 

' I Relief Process , ' . ; * ^ 

Identifies the ciiaracteris tics of the process 
Can^'list the advantages of the process 
Lists the disadvantages Qf the process 
Designs one color linoleum blocks 
Produces on^ color linoleun blocks 
Prints v;ith one cblor linoieum blocks ^ ^ 

II Combination - Linoleum block and typesetting 
Knov7S typesetting process 

'Can list advantages and disadvantages of the process 
Practices the process 

III Gravure 

Identifies the characteristics of the process 

Lists the advantages and disadvantages of the prodess 

t)esigns a simple gravure print 

Produces a simple gravure print (one color) 

IV Planographic ^ 

Identifies the characteristics of the process 
Identifies advantages 'and disadvantages of the process 
Makes corrected negative 
Makes a corrected aluminum plate 
. Runs a multilith 2650 
Runs a multilith 85 

V Piioto>,raphy 

Identifies characteristics of the process 

Lists advantages and disadvantages of the protess 

Takes pictures 

Develops negatives ^ ^ 
4<akes enlarged prints 

VI Silk Screen Printing / 
Identifies characteristics^ of the process 

Lists advantages and disadvantages of the process 
Designs a stencil film (cut screen - by hand) 
Creates a stencil film 
Designs a photographic screen 
Creates a pliotographic screen 

VII A ssorted Machines Uses unassisted to the extent 
necessary for production: a)v*5pi^^it: duplicator (Ditto) 

b) *typ§writer 

c) paper folder 

' d) electric stapler 

e) copying machine (Xerox) 

f ) ^mimeograph (Gestatner) 

VII Occupations 
Identifies related occupations \ 
Analyzes occupational, opportunities 



38 


-1 " 


3a 


1 


37 


2 




1 


38 


1 


38 


1 


3'8 


1 


37 


2 


37, 


2 


ji 




37 


2 


37 


2 


36 


3 " 


35 


4 


34 


5 


36 


* 

3 


37 


2 


35 


4 


36 


3 


33 


6 


35 


4 


37 


2 ' 


37 


2 


37 


2 


37 


2 


37 


2 


37 


2 


37 


2 


37 


2 


37 


2 


36 


3 


37 


2 


• 




36 


3 


38 


1' 


38 


1 


37 


2 


37 




31 




37 


2 


.36 


e 

..3- 



4 



1 



' 0 



TAiU.K 7 



Safety 

Identifies rules of safcL-/ 
Observes rules of safetv ^ ^ 

Un derr; t an ds 4 I > n 5; i c n r J n i in p r o ce s on 

1) P3.aaographic 

2) Relief 

^ 3) Gravure 

4) Screen 

Utilizes a fundarehtal- diisi^^n to produce 
product 

■N^' Createrj a one color paoer ntancil 

Creates a one c5lor hand-culv stencil 
Creates a two color paper stencil 
Creates a two color hand-cut stenc 11 
Creates a three color pr\per stencil 
/ Creates a three color* hclnd-cut stencil 
f Creates a one color photor^r-aphic steacil 
I Creates three color phonop.raphic stencil 
Creates^ assorted projects independently 
^ conbininn various techniques 
Occupations- • 
Identifies related occupations 
Analyzes occupational opportunities 



Pas 5 



Fail 



18 


0 


37 


1 


1.6 


2 


16 


2 


15 


3 


17 ] 


1 


15 


3 


15 


3 


15 


3 


32 


6 


12 


6 


10 . 


8 


10 


7 * 


15 


3 


10 


7 * 




4. 


.16 


2 


15 


■3 
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* one not available 
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^Tables b throurv. show the achiovcnont of students, in the fiojd^ of 
Foods and u'ufriiion, l'i!-,.rior [^J3i'^;n/ Fashion Design, f^crfsonal Devejoonront 
and. Chi Id i'svcholoav. - - ° , ' . ■ ' * 

.TABLH '8 , 
Foods "r.n-d Nwtrition 



\ 


4 


Achieveme'nt 






E 


' G 


• r- 


» 








M 


M 


NT 




Daron5'>tratas unovledj'.e of nutrition - 












for indiviclua] and fxmilv health 


]7 


- 2 




> * - 




Uj: e :i basic an d s nc c i a ] u t cn s 1 1 s an d 




5 
9 




> 




ocjui'jnent • . . 
Reads retipcs ^ , ' 


' 7 
/t 




2- 
3 




Plans iTieals 


■ 6 


"6 


5 


J 




Order 5> from rarUet 


6 


5 . 


6 


'2 




Dcr.oijstrates kno\;]edp,cr of food 




s 








storaf^e- . ^ ' 


7 


5 




2 • 




Prepares food ^ 


7 


it 


1/ 


.3 ' 




Derionst rates p,ood i.'ork habits 


6 


5 







• 


* L=oxcellent, G=<;ood, r=falr, P=poor 






V 

\ 




































\ 






, , Interior Desip^n 











. Achievement 





E 


G 


'F 


P 




N 


N 


N 


N 


Plans color schemes 


A ~~ 


A 


A 


2 


Ornv.'s coons to scale , 


A ' 


'A 


2 




Arranges furniture 


.4 


5. 


.1 


A 


Plans space for living activities 


' A- 


3' 


2 

r 


5 


Recopnizes period furniture 




A 


3 


A 


Chooses floor coverings ' • J 


A 


A 


. 2 


•A ■• 


• Dresses winddws 


A 


A 


■ 2 


A 


Wioojjcs and. buys houses , 


2 


.5 


2 


5- ' 

ft 


f * 








H 



TABLE 10 
Fashion Design 





s 




.1: ' ' 


' k ' 

Achievement , 




* 




E G r P 










N N N :j 



'Selects and change's^ patterns >• 
Denon^5trntc's knowledge- of^basiic^ 

pattern layout^ • 1 T 

FinL<ihes^ scans " ^ 
- Fits patte'rns ^n'd makds alterations 
tlal'vCs J^clccdt I51P, 'zippet, and- . - 

buts^tortholcs \ 
S,et'B'^sleevcs ' " 
Sets coj-lar ^ ' \ ' . , - 

l^rforns. final finishing 
ycvionstrate^i^'ncnou ledge, of wardrobe. - 

coordinatidn - -^ 



5 
5 
5 

6 
5 

/ - 6 
k 



5, 
5. 
5 

4 

5-, 

4 

6 



3 
3 
3 

•"3s 
3 
3 
1 



1 
1 
1 

1 
1 

i 
3 



••A 



1, 



t'able II " 

Personal" DeVelopmont -. 



X- . • , . 








, Achiev<^nent ^ 
' E G ]^ 1^ 


\ 






. '\ N W W W 



Selects daily foods for health ; ^ 7 <2V-'6 0 

Uses basic eqmpment-'-prepares ' ' . ' • * . , 

slmplje foods ^ ' . • 3 7 ' '4\ ' i 

Scrlftcts pattern aftd appropriate fabric 6 3 6^ 4 
Constviructs simple, garment — seams, * 

zipp*er, facings 4 4 6 4 1 
De 1.1 onst rates knowledge of ' 

coordination of wardrobe T'* 2 6 0 
^demonstrates l:nowledge of recognition,, 

and care of sick child • ] ' 4 ' 6 4 ^1 

Manages personal grooming , ^" ' (? 4 4 1 

Selects and applies makeup. . - ^ 

appropriately ^ • ' 5 - 4 6* 0 



./ 



^r?"" — 



.'k^ " *^ Observ^atrioni?' , • ?3 "3 



^Readings 2P:.^'':_7 



Cla.^^/Participatioa .30.. '& ^ '..C^ ^ ' ' ' - ' ,^'7r 



* S=§ati$f actory > i;=Unsati5f actory 
Business Education \ 



> 



V - . 

' \ .'TABLE 13 
XXyping I 





Achievement 




S 


U _ 




U 


n 


Ability "to type^: 




V 


An' average- iSai lab le letter with 






envelope .aad' carbon copy 


/71' 


12 


A man.us'c'ript . with footnotes in a 


69 




generally acceptable form . j 


. 14 


Common business forms * / 


72 


11- 


A simple ' tabulation 


71 


12 
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/ J ' This year the State Education Dopartnent for the- ^rst time 'issued 
[ / -""XTypIng Competency Tests v/hich teachers niglvi^^dmi hi s'ter i'ft^lieu of the 
* / ^ Regents. Mamaroneck. teachers used them' exte'n*^j\^l^y as theyVtotthe needs 
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o-f many students better than the Regents, Thus 6f\the 128 stil^cnts en- 

rolled in Typing I, ?9 took the Regents anS, 27 passdd^ The perceni^acje of 

students taking the Typing Regents is^smallor in t^amaron^k than in H^\i^ 

York State as a whole, chiefly due to the fact that i n i^arnaVoqeck typing^,' 

is trpate.d as an elective subject and taken by large numbers^ of^ Jr^^Hege- ^ . 

/ . ' . • . ' ^' /^^ ' ^ . ' : 

bounjtJ'. students who do not 'need this Regents credit, / . ' : . . - ^ 

# > ' / 



' -Shorthand I 



Achievement 
S U 



The ability to- take, dictation at .a J/ . 
^ ninimun of 50 words ner minute ofi's 
:\jVipraGticed material • .^-:r^ 
TTrs^Jan j>rity. to traT)Gcribe^ with 95% * 
•--^ccuraiy^ * ' ' 

>^ 7 students, topl^ dilatation- at -G'O \;ords per trtinute 



49^^? 5 

46 -a / 



/ 



TABLK ]5 
Shorthand II 



-.:-^i^^^:.r-^ ■■■■■■ 


Achievement-^ 
s . U ' 






■ N"' . 


-'V ' ' ' ' J ' ' ^ ^ - ^ 
.^The abdlity to :'talce 'dictation at ^a_ 

; iT)inijnuxn'*"6f 80' words per minute on 

unpfa^.ti.cod -fnaterial- ■ ' 

The ability- to transcribe piailable 

J letters Vith carbpns and envelopes - ' 


12 

' . -12 - 


. 0 
"0 



If 13 enrolled' [3 took the Reaents and' 12 passed. 



^ TABLE 16 
Business Law 



» 

% 

( 


Achievement 
.E G ^ F P 




. T^ip strident v;ill tnaster those con^cepts 

Jojj -^Btjsi-ncss Law as tested by the. Jslew 
^- Yt>Vl;'^State Regents Examination 


2 2^ 4 ; 1. 



fjO stutJejnts enrolled 8 took the Regents and 8 passed. 



■ i 



Business Arithnotic 



13 



Basic arithmetic ability tests recor^'^M-.ded by the Mev^'York State^ 
Edi;catic>n"jDopartmont v.ere used 1o cjppraif^o Itudents' ahtl t-+y. One form of' 
tha'+est Wijs given at the begiq^'iriQ of tlie r>chool year nnd anothor. f orm. at . 
the/e'nd of ^ho^ year. Table 17 s>{»'pw5.thc number of students whose scores' ^ 
• correyS|ion<lecf to^ the various stale percent! Ic ranks. ^ 



TABLE* 17 

New York State F.ducation l^epartment 
Basic Arithp^ctic Abilitv Tests 





Numbor 


of ll;\innroncck 


Percentile 






Rank 


9/72 


5/73 


99 


0 


.. 2 ' 


95 


0 


1 


90 


0 


1 


85 


1 


1 


80 


0 


A 


75 


1 


0 


70 


0 


0 


65 


0 


0 


60 


1 


0 


55 


0 


• 0 


50 


0 


1 

* 


45 


3 


0 


'AO 


0 


1 ' • 


35 


0 


1 


\\, 30 


2 


2 


25 


2 


0 




0 


1 


- .'. i^ 


0 


0 


\. vLO 


2 


3 




2 


1 




8 


1 




22 


21 


1_ — . l-J 









Of 16 &t^udenj*j who 1ool^,'1\lic Regents, 12 passed, 
« ■ •. 
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TABLE 18 






Bookkeeping' I 








Achievencnt 


I 




E C F P 


' N N N M 



Understanding or conprehension of:'* 
Career opportunities as a result of taking the course 
Distinction between assets,' liabilities and proprietorship 
Preparation ancj" use of balance shee€ 
Use of a general journal ^ 

Purpose and ilpes of a. general ledger ' 
Analyzing, the ^mare common transactions by using 
T accounts 

Jo.urnalizing the more conmon^t^nsactions , using 

cash journal 
Posting from a cash journal to a general ledger 
Proving the accuracy of posting by footing accounts 

in ledger and preparing a trial balance 
The use and purpose of a work sheet 

Determining whether a business has net income or loss 
Preparing an income statement using a model . 
^Eeparing a balance sheet, using a model, and checking 

to insure that solution is correct 
Information contained in Income Statement and Balance 

Sheet 

Use of special journals to record: a) purchase of 
merchandise on account, b) sales of merchandise on 
account, c) cash receipts, d) cash payments, / 
e) misc. entries not recorded -in special journal 
Reconciling a bank statement ^-^ / 

Reasons for adjusting certain accounts / 
Use of automation in bookkeeping and accounting 
Use of a combination journal y 
Handling sales discount 
Handling purchases discount 
Recording purchases returns and allowances 
Replenishing petty cash 

Figuring out .payroll, using time cards, FIGA chart, 
-Fe'rferal incon^e tax tables 

Rec'ording payi^ent of payroll with deductions 
'R^ording li/bilities for employer's payroll taxes 
■ .Completing a practice set reviewing the principles 
•/learned during the year 



i 



9 
7 
5 
3 
3 



4 
5 

2 
2 

10 
5 

2 

3 



2 
6 
2 
2 
3 
1 
1 
1 
3 

li 
1 
1 



6 
5 
7 
5 
6 



5 
3 

A 

4 
5 
6 

2 

9 



8 
7 
5 
3 
5 
2 
2 
2 



1 0 

4 00 

4 0 

8 0 

6 1 



7 
1 

5 



5 
3 
7 
9 
7 
5 

5 

6 - :5 



4 
2 
2 



0 
6 
6 



1 
1 



3 

0 

0 



5 7 
4 0 



1 
0 
2 
2 
1 
8 
8 
8 
2 

d 

7 
7 
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SECTION 



• Career Txp loration .and Skill's Training' 

Overot L objectives are as fo*llov/s: 

o L Students wi I T demonstrate the specific s-l^ills defined in the 
cour<,c of study. 

I 

2. Each participating student v/H I demonstrate an increasing 
sense of responsibility tov/ard work, specifically: 

a, he will pursue an assigned job to its conclusion, 

b, he will be present and punctual whenever possible, 

• c. he will info/« his appropriate supervisor when he - 

i s absent or \jte, * 
d. he will perform^anci I lary tasks. 

3'. Each student will respond positively to the needs of customers. 

4. Eacit student will carry put his responsibilities in coordina- 
tion with 1h,ose of .co-workers, * 

' % 5. Students will acquire usable consumer skills related to the 
occupa't ional area they are-^studying, 

i 

6. Students who complete a course of study will either obtain 
employment in the area in wliich they are trained or in a re- ^ 
lated area or pursue further study in that area, 

7, A sludent who has completed a career education coursc>?^'or has 
been emplloyod in an occupation, who decides he ^ocs not wish 
to pursue that career, will analyze the elements contributing 
to his decision and incorporate the insMglits gained into the 
deci siorj-making process involved in selecting his next career 
experierlce. 

Specific objectives for the various courses are given below in Tables 
19 through 23 with the. numbers of students who achieved them. These tables 
are an evaluation of Objective I. 



ERLC 





o * • 


TABLE 19 


* » 


Office Practice 






Achievement 
S U 
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9 

Performs the operations of addition, 
subtraction, multiplication, etc. on: 

a. ten key adding and listing machine 11 

b. printing calculator 11 
<c/ full* keyboard adding & listing machine 11 
'd. rotary calculator 11 

e. ' key driven calculator 11 

f. (Electronic cMculator 10 
Typeff dittos and stencils and operates 

Gestetner machine • 10 

Transcribes ir^aterial from transcribing 

machine with 95% accuracy. . . * ^ 

Combines all of previous year's typing 

instructions into specific office job!; • 10, 
Differentiates among the different types 

of files and filing system5^f with 

special empliasis on alphabetize filing JO 
Uses correct general office procedures 

(spelling, gramiaar, 'telephone, mail, 
receptionist) $ 



0 
0 
0 

0 . 
0 

1 
1 

2 
1 

1 n 
3(B)' 



* Relates to Objective 5, see explanation on p. 21 



ERLC 



TABLE 20 
Secretarial Practice 



.4 ' 


■■ » 


Achievcnent 
S U 









Office Procedures 
Telephone technique 
FiiinR 

Handling raail , 
Receptionist duties 
Duties of secretary 
Payroll 

Original letters 
Personality 

Good grooming 
^ Kmployable characteristics 
Intcrydev/ and the Job , 

Lcttar of application 

Data 'sheet 

What business expects 
liov.' to succeed on tlio job 



5 
5 
5 
S- 

5 
5 
5 

5 
5 

5 
5 
5 

, 5 



0(A)* 
0 

0(A) 
0 

o(a 

0(A) 

0(A) 
0(B) 

o(n) 

0 

oOO 

0(B) 



TABLE 21 

. ' ' Distributive Education I 



Achievement 



• ^ . ■ si; 






l^' 








Laboratory work - performance in the store 


15 


6 


Rings up sales and inventory records on cash rep,istcr 


14 




with 95% accuracy 


7 


Makes clianf.e with 95% accuracy 


!/♦ 


7(A) 


M^^l./No nx' t" n*^ nn c cnlp^ phoplc*? rjnd "invontOT*^' li^tS 






with 9p% accuracy 


14 


7 


Prices products with 90% accuracy 


14 


7(A) 


Determines net or sale prices wiuli 90% accuracy 


14 


7 


• Deals with customers courteously and* efficiently 


15 


6(B) 


Creates displays \7hich attract attention and show 






off products to their, best advantaj?,e 


15 


6 


Conducts an inventory v/ith 90% accuracy 


-15 


6 


Checks invoices and deals with incoming merchandise 


14 


7(A) 


Maintains proper inventory records with 90% accuracy 


14 


7 


**Sells" effectively 


^ 14. 


7(B) 


Maintains store facilities in clean, .orderly manner 


15- 


6 


Stocks shelves correctly and attractively 


15 


6 


Maintains the necessary accounting records 


14 


7(A) 


Prepares cash deposits 


14 


7(A) 





TABLE 22 
Hankinji Program 
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• 


Achievement 
S U 


N . N 



Knows role of a) money 13 ^ r k\ 

b) ciredit , "13 0^^^ 

Knows definition of credit 13 0(A) 

Understands relationship of credit & money to total economy 12 ' 1(A) 
Knows purpose of bank 2 3 0(A) 

Recop,nizes banking operations ' ' 13 0 

Understands credit policy * 12 1(A) 

Relates principle, of banking' to personal needs 13 0(A) 

Relates principle of bankinj^ tb public needs 13 0 

Understands interrelationship existing bot\;o.en government 

and private. economy ; 8 5(A) 

Is cognisant of kinds of credit, types of instruments, 

advantages and disadvantages of credit » ^11 2(A) 

Understands functions banks perform in local community 

and in total domestic & foreign economic community 8 5 

Understands role of Federal Reserve Systeiji in creation 

of. deposit currency and its ability to exercise 

monetary^ poli'cy ' 10 3 

Teller ^Training ' . ' 

Verifies amount of money to be deposited (basic math) 13' 0(A) 

Verifies large deposits (calculating machine) 13 0 

Completes transactions with accuracy ^, 13 0(A) 

Verifies amount of purrency against deposit ticket 13 0(A) 

Is' accurate when accepting deposits and storing 

currency in cash drawer 13 0 

Maintains same denomination currency in orderly 

fashion in cash drav;er ' 13 0 

Posts all transactions on ledger cards and passbooks 

using NCR posting machines 13 0 

Batch proofs daily deposit slips against money stored 

in cash drawer 13 0 

Knows hov7 to open savings club (Christmas) accounts 

renews lost passbooks, and closes club accounts 13 0(A) 

Corrects errors in presence, of customer, explaining 

correction 

Cashes checks with proper identification endorsement 
and issues correct currency 



13 0 • 

13 ' 0(A) 



9^ 



ERIC 



4 



V 




^ ■ . TABLli: 22-B 




Banking Pror>raTn Cont'd 






Achieveir.ont 
S I! 


, . N M 


The Banl;ing Program is ^cle signed: 
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To help student understand and recognize the role of 
raoney and credit in economic activity. Such und'erstanding 
and recognition \7ill result if the student learns: 



a. Finney is a devise in tho area of econonic exchange ur^od 
as a standard of value and as an cxgihange pediur 

b. Credit is a device that suppler^cnls noney in the 
area of economic exchange. 

c. The supply of money and dtedit and^ the utilisation 
of the supply affects o-ur economy 

Banking facilitates and affects thn operation of the 
exchan;;e function by the use of money and its credit 
policy " ' ^ 

- ■ ■ ^ ■ ) ' 

Banking will help the student to: 



a. Appreciate the role o,f money and credit ». 
\u I'nderstand t'ne interrelationships that exist 
^between f,ove rnir.cn t and pirivate economy 



13 
13 

12 



13 
10 



0 
0 

1 



12 - ] 



(A) 



0 
3 



S>2 



TABLE 23 
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Work Study 



-J! ^^ 








Achievcnent 

S i; NR'^ 




=i — ^ 






N N 



Masters skills outlined in Individual Course of Study 
Logically defines and considers ten major areas when 

investing, money to develop career needs 
Assesses the difficulty of various jobs^ by applying 

accepted standards 
Exorcizes 10 basic rulCts essential to pjroper 

employee appearance 
Knovs and refers to ten sources from which employment 

outlook in a given field can be predicted 
Identifies and exercizes the factors that apply to 

'tiie improvement of saleable skills 

Informs employer tactfully with full kno\7ledne as 

-the position of labor law 

Knows how to handle a labor complaint through ^ 

proper agency ^ 
Knows how to follow the five processes designated ^ 

\A\cin taking care of an injured customer . 
Knoii's ht)w to handle a ncrson v:ho has ingested poison 

in* the establishment 
Claims proper benefits as a part-time employee 
^landles customer damage complaint when sales slip 
■ ^is not available 
Resolves a \7r0ng delivery 
Handles goods dam.aged on delivery 
Applies minimum wage law to existing position 
Makes out tax returns using the most beneficial form 
Handles customer who complains about waiting too long 
Handles customers who \;ant 'jspecial privileges 
Exercizes behavior which v:ilj lead to a raise 
Knows how to prepare a resume for a job 
Knows how to effect a job sS^^aration .without 

antagonizing the employer 
Knows how to inspect an establishment for public 

safety code violations 
Prepares directions for a substitute 0/ replacement 
Follows a job order 
Checks out an inventory 



21 


1 


3 


J-V 


1 

X 




20 


1 


3 


1 

io 


J 




1 /l 


1, 


1 fn\ 


LI 


1 


1 


J, 0 


i 


1 


20 


2 




17 


/. 




nor. aoie 


to do 




1 0 


i 




18 


1 


6 


18 


0 


7 


18 


0 « 


7 


16 


4 


5(A) 


17 


2 


6(A) 


17 


1 


7(K) 


17 


1 


.7(B) 


20 


1 


A(R) 


21 


2 


2(B) 




1 


5 . 


16 ^ 


/) 


5- . 


21 


1 


-3(B) 


. 25 


0 


0(B) • 


23' 


2> 


• 0 



5^ NR==not rated 
r 



' Objectives 1 f.nrough 4 (sec p. 15) were interpreted as anpjylng only io 
students v/ho have had actucjl work experience. Of the studenls involved in 
work-<study, 26 were ovatuafcd by their enioloyers (dccording to objoc+ives I 
througii 4 as shov/n in Table 24, A ratinq fron SOf^-fhe Poorest, to I00^~1he 
best is used as an indicator, 

TABLE 2 A ' . 



Employer's Student Kvnluntion 







50 60 


70 


80 


90 ']00 


Obj,' 




:j w 




W 


\; . 


1 


Skil] on the job 






k' 


■8 




Ability to learn 'nc\; tasks 




' ? 


2 






Safo-ty . / 




1 


3 


5 i!- ]0 




Speed on, the job 




3 


5 


1 =8 




Neatness 




1 


U 


5 8 


2a 


Connie tion of \;ork 






2 


3 5 




Cleanup ^ ^ 




1 


2 


5 7 


J 


Record keepinj^ 






2 


2 . 6 


2 b 


Attendance 


1 


1 


2 


4 <i0. 




Punctuality 


1 


0 


0 


9 JO 


2c 


Inforv^s supervisor if absent or 


]atc ' 


(no 


infornhtion) 


' 2d 


Ini,tiati-va to do nev/ or extra 


n-1; 1 


2 


1 


4 6 


3 ' 


Custoiner relations - ^ 






3 


3 12 




Appearance 




1 


3 


8 


k 


Cooperation uith otlicr workers 






, 1 


1 10 



< 

Objective 5 was subsequcnl ly subdivided as follov/s: 



Students v;i II acauire usable consumer skills related to- 

A. ~ personal living ^ """^ 

B. , - obtaining and keeping a'job in any field.'. 

Separate lists of consumer skills v/er^e noi compiled, I r><ffie I t s,ts of skills 
for each course of siudy used in evaluating Objective I., skills vbich have 
carry-over in personal living have been narked v/ith an A; those- related to 
obtaining and naintoining employnent have been, rr.arhed^wi th a B, 
Table 2i> summarizes these results. 
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TABLli 25 



Students' Achievement of Consumer Skills 









Number of 


*»Number of 


'I'er- 






Relevant 


'^'ossible 


Satisfactory 


■ cent 






Items 


Jwaluations 


Evaluations 


SnccetJS 


5A 


Personal 




470 


A22 ' 


90 










a, 






Related to 












Employment 


16 


259 


.229 ^, 


88 



OhjecMvc 6. St-udonis who complete o course of study will oi fher 
obta.in onployrnent in the area \n which they are trained or in a related 
area or pursue further studv in that firca. , ' 

Letters were- sent to 30 graduates of Jjanki^ng, \vork"^,tudy and distribu- ^ 

%* 

tive educaiion courses. Of tlicse 16 or 53^ responses were received. Of the 

> 

16, 10 were working in'the field in which they were trained, one was going 
to school in his field, three were employed in different fields \/hi fo two 
were unemployed. Two who are listed as worki ng' are^a I so going to school for 
furlher training in related fields. Thus II out of 16 students .or 68^ net 
. the objective. 

. Objective 7. A studprk w1io has completed a career education course or 
has, been employed in an occLV^tion, who decides he does not wish to pursue ^ 
that ccjreer, will analyze the elenents contribuTing to his decision and in- 
jjorporale the insights gained into the decision-making process involved in 
selecting his next career experience. 

Of the three students shown above to byenployed in other fields, two 

used the experience gained in the career education program to decide to 

change fields whi'le bne did not. One of the ivstD unemployed siudents analysed 

her experience to decide not to pursue training. One student who was working 

in the field in which he was trained gained insight so that he wishes to 

change 1 n the future. 
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Discussion . * 

■ ■ ** " , * »- ♦ • 

The above evaluation pertains to specific objectives of^tho f^ractic^l . ' • 
Arts Department and to the Career Education courses n'veQ at the high School > 
The Career Education Program is in \A\q process of infusing into the 0 



existing curricula the objectives e-Tcareer education dsoociatlv^in the 
affective domaiTi. Hopefully, chanqos in values and attitudes \/i I I* result in^ 
v^RJoro valid motivafion for studcnls' decisions io be in the Carcc^r Lducation 
Progran, qvidonced by i ncroased enrol Inents of ' both collGne-l^oi/hd and non- 
college-hound-studonts. These asoccis of the Qarecr Educat-ion Pro^ron vn I I 
be included in future eval uati ons. 




7/73 « 
MRi3 



s 
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